HRMN User Guide

Manager City Wage Tax Exemption Request

If an employee has worked less than 100% of the calendar year in a taxing city, they are
often required by that city to provide a letter of support from their employer and file it
with their tax return.

In the past this has been handled by the HR Office, however, with the COVID-19
pandemic and work from home order, the process has been automated and should now
be completed by the employee and manager via HR-Self-Service.

This user guide provides steps to complete a direct report’s City Wage Tax Exemption
request letter via HR Self-Service. You will receive an email once the request has been
made by the employee and manager review is needed.

If the employee’s taxing work city and taxing resident city locations are the same (e.g.,
Work City=Lansing, Resident City=Lansing), the employee does not qualify for the City
Wage Tax Exemption Letter process. This is determined by what is listed in HRMN. The
employee can view this in their HR Self-Service account, selecting Bookmarks tab
>Employee Self-Service > Pay > Tax Withholding. If Resident appears in the Resident
Status field for the taxing work city, the employee will not qualify for this process.

Step 1 - Employee completes request via HR Self-Service. An email will be sent to
the employee’s manager as listed in HRMN. Example of email is below.

City Tax Exemption Request Submitted - EMPLOYEE - Message (HTML)

File Message  Help Q  Tell me what you want to do

S lgnore m 'E' é‘ZI @ PI [ Meeting —> Forward to: T city Tox Letter ) EaRules - ('Zl EE I:D 5&) SO Find A)) <:)\
7 Bm- > ToManager [ Team Email o OneNote . 2 ERelated~
;\ [ Delete Archive Reply Reply Forward Protect v D (_)R v & Delet — Move = Mark Categorize Follow | Translate Read Zoom
S All Ef More v v one eply & Delete  |& v [BAdtionsv | Unread v Up~ v > selectv Aloud

Delete Respond Protection Quick Steps & Move Tags & Editing Speech | Zoom ~

City Tax Exemption Request Submitted - EMPLOYEE
HRMN-Notification@michigan.gov 3 Reply | € ReplyAl | —> Forward
To Wed 2/17/2021 9:20 PM
Cc

*** DO NOT RESPOND DIRECTLY TO THIS MESSAGE. ***

The employee below has requested a letter certifying hours worked outside of a taxing city. This request requires review by the employee's Supervisor. Using your MI HR Self-Service account, please select "Manager Self-
Service", "Direct Reports”. Click "City Wage Tax" beside the employee's name to review the details and approve or deny the request. If you believe you received this email in error, please contact your HR office for

assistance.

Employee Name:
Employee ID:

Work City: LANSING
Tax Year: 2020
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https://hrselfserv.michigan.gov/sso/SSOServlet?_ssoOrigUrl=https://hrselfserv.michigan.gov/lawson/portal/index.htm?portalloadreference=1612964888380

Step 2 - Log into your HR Self-Service account by visiting the HR Gateway page
at www.mi.qov/selfserv.

B hitps://nww. michigan.gov/ mics/0,4514 7-147-64 548~ 00 Ntk ~ @ 0| searcn o~

T MICSC - Gateway

McscC

Michigan Civil Service Commission

MICSC

HR Gateway

Log In

eArnines [l <CSer> State of Mic
State Boa s $ (87 J(
\ 5 Learning
< Mobile
State Jobs STATEMENT P Center o Kiaion

Get Help

Earnings Statement

HR Self-Service:

State of Michigan Leaming Center
NEOGOV
SIGMA (TELL)

User Name *

Password *

Copyright ® 2019 Infor. All rights reserved.
www.infor.com

Trouble Logging In?
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http://www.mi.gov/selfserv

Note: If you are having problems logging into your HR Self-Service account, select HR
Self-Service and click on the Password, Online Help or Browser Issues for assistance.

o
MCSC Home Contact MCSC  MCSC Online Services ’ MI.gov

MCSC

Michigan Civil Service Commission

State Employment
MICSC
Employee Benefits

HR Gatewa
y

Civil Service
Commission

Inside Civil Service
State Board of Ethics

5 f Michi i
tate of Michigan NEOGOV Un.mn Dues

Learnin :
State Jobs Center” gEosnD ABOR Authorization
View Current Openings
Get Help
Earnings Statement
HR Seli-Service
= Password
= Online Help

= Browser |ssues
State of Michigan Learning Center
NEOGOV
SIGMA (TELL)
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Step 3 - Select Bookmarks>Hover over Manager Self-Service SOM> Select Direct
Reports
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Employee Self-Service

Manager Selt-Service SOM Direct Reports

HR Statewide Employee Dates
Benefts Open Enroliment Position Description (PD)
Performance Management

Welcome to
HR Self-Service
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Select "Bookmarks" above to
display the menu.

Step 4 - Select City Wage Tax.

Direct Reports

Direct Reports of

-
£
5 X
-
5
5

Emergency Contacls Cerlifications Leave Balances Training History
' Emergency Contacts Cerdifications Leave Balances Training History 1City Wage Tax Direct Reporis

Ememency Coniacts Cerifications Leave Balances Training Hislory Direct Reports

Emergency Contacts Cedifications Leave Balances Training History Direcli Reporis
Emergency Conlacls Cerlifications Leave Balances Training History Direct Reporis

Emergency Contacls Cerifications Leave Balances Training Historny2 Dirgct Reports

“~\

Note: If another manager within your Direct Reports also has Direct Reports, and they
are unable to complete an employee’s request, you will be able to approve on behalf of
the other manager(s). Select Direct Reports of that employee and City Wage Tax.

If an employee has submitted requests for multiple taxing cities, you must review
each request separately.

@ avorites + §

Bookmarks ~  Favorit ! ?. &, |Search Q -

Direct Reports.
Direct Reports

The City Wage Tax Exemption requests for | are pending your approval

2020 HIGHLND PK - Pending Manager Approval
2020 - PONTIAC - Pending Manager Approval

BACK
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Step 5 — The City Wage Tax Exemption Request Form appears. Review the “Hours
Worked Inside City” and “Hours Not Worked In City” columns as submitted by
the employee. Only pay periods in which the employee was in the taxing work
location will appear.

Taxpayers are advised to consult the taxing city’s income tax forms or a tax professional
for specific instructions and guidance. The information below should be considered
informational only and not be interpreted as tax guidance.

Generally, a nonresident who works remotely from outside a taxing city may allocate
compensation between the home and taxing cities. The allocation percentage for the
share of compensation subject to taxation by the taxing city is generally determined by
dividing total time actually worked in the taxing city by the total paid time worked
everywhere (minus paid leave and holidays). Although pay for leave and holidays is
subject to taxation, pay for that time is generally excluded when determining the
percentage of compensation allocated to a taxing city.

Paid leave and holidays are generally not included in calculating the wage allocation
formula as time worked within a taxing city.

@ .

Bookmarks v f Search Q -
Direct Reports

Direct Reports ? X

City Wage Tax Exemption Request Form

2020 Hours Worked by Pay Period for for the City of LANSING

r’?’ay Period End Date| Total Hours Paid? |Total Leave Hours Paid?|[Hours Worked Inside City|Hours Not Worked In City|
12/28/2019 80.00 35.00 45.00 35.00
01/11/2020 80.00 17.00 63.00 17.00
01/25/2020 80.00 26.00 54.00 26.00
02/08/2020 80.00 3.50 76.50 3.50
02/22/2020 80.00 11.00 69.00 11.00
03/07/2020 80.00 10.00 70.00 10.00
03/21/2020 80.00 0.00 40.00 40.00
04/04/2020 80.00 1.50 0.00 80.00
04/18/2020 80.00 10.00 0.00 80.00
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Step 6 — Approve or Deny the employee request.

Approve - If you agree with the hours submitted, select Approve.

10/31/2020 80.00 6.50 0.00 80.00
11/14/2020 80.00 16.00 0.00 80.00
11/28/2020 80.00 16.00 0.00 80.00
12/12/2020 80.00 0.00 0.00 80.00
By clicking submit, | certify the changes provided by “Hours Worked Inside City” and “Hours Not Worked In City” are correct.

APPROVE DENY BACK
v

The employee and HR Office will receive the following email approximately 20
minutes after the approval.

City Tax Exemption Letter Attached - EMPLOYEE ! - Message (HTML)
File Message  Help Q Tell me what you want to do
5 Igrore m 5 | B &1 B Beeting a > forvardto: D4 City Tax Letter X Ekules 5 EE |It| x}p Prind A)) O\
N 9 2 — FSYIYES — To Manager 1 Team Email 22 OneNote . a= ™ Related v
R unk~ Delete Archive | | Reply. Reply Fonward Protect | |, S Reply & Delete || | MO = Mark Categorize Follow | Translate Read | Zoom
®-un Al 2 More ~ ~ one eply & Delete  |¥ ~  [BAcions~ | Unread v Up~ v Iy selectv Aloud
Delete Respond Protection Quick Steps [ Move Tags ] Editing Speech Zoom ~
City Tax Exemption Letter Attached - EMPLOYEE
«
HRMN-Notification@michigan.gov  Reply © Reply Al 7 Forward
To | n Wed 2/17/2021 9:20 PM
cc

12020 LANSING.pdf
3 22 KB

*** DO NOT RESPOND DIRECTLY TO THIS MESSAGE. ***

Your Supervisor has approved your request for a City Tax Exemption letter, which you will find attached to this email. If you have any questions, please contact your HR office for assistance.

City Wage Tax will no longer appear for the employee name in your Direct Reports.
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Deny - If you do not agree with the hours submitted, select Deny. You must enter
a reason for the denial (80 maximum characters). An example of a reason you
would deny an employee’s request would be you do not agree with the hours
submitted for a pay period(s). Include the pay period in the reason if possible.

10/17/2020 80.00 6.50 0.00 Il 80.00 1l

10/31/2020 80.00 6.50 state.mi.us needs some information X

11/1412020 80.00 16.00 S

11/28/2020 80.00 16.00 Please enter the reason for cenial (30 characters max) —

12/12/2020 80.00 0.00 [ &=
PPE 10/17/20 incorrect shb 8 worked inside city

By clicking submit, | certify the changes provided by , “Hours Worked Inside City” and “Hours Not Worked In City” are correct.

APPROVE DENY BACK
v

The employee and HR Office will receive an email approximately 20 minutes after
the denial.

== - City Tax Exemption Request Denied - EMPLOYEE - Message (HTML)
File Message Help Acrobat Q Tell me what you want to do
) I m S
e ] B A FE 2l = i V2| & Ea 2L AN Q
) o & feam Email ~  Done @ T ? =
S Junk~ Delete Archive | Reply Reply Forward Protect | oo etete 3P Create New Move Mark Categorize Follow | Translate Read | Zoom
S All th~ * eply S ~ [B~ | Unread - Up ~ - ~ Aloud
Delete Respond Protection Quick Steps [F] Move Tags ] Editing Speech | Zoom o

- City Tax Exemption Request Denied - EMPLOYEE
&) Reply Al —> Forward

HRMN @Michigan.gov Syl
To Fri 2/19/2021 1:30 PM
Ce

*** DO NOT RESPOND DIRECTLY TO THIS MESSAGE. ***

Your Supervisor has denied your request for a City Tax Exemption letter, for the city and tax year listed below. The reason for the denial, provided by the Supervisor, is also listed. If you have any

questions or concerns, please contact your HR office for assistance.

‘Work City: LANSING
Tax Year: 2020
Reason for Denial: PPE 10/17/20 incorrect shb 8 worked inside city

City Wage Tax will no longer appear for the employee name in your Direct Reports. You
and your employee will need to resolve the issue for the denial or contact the HR Office
for assistance. They will need to update the process once a resolution is determined.
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Step 7 — The process is complete. Below is a sample of the letter the employee
will receive with your name and department.

02/17/2021

Dear

This letter is to certify a portion of your duties were performed outside the city limits of
LAMNSING.

The hours have been determined based on information from the payroll system and cerified by
your manager, during the 2020 tax year.

Actual number of hours paid by this employer: 2000.00
Wacation, holiday, sick hours, etc: 164.00
Actual number of hours worked in LANSING: 436.00
Sincerely,

Civil Service Commission

e Actual number of hours paid by this employer = total hours the employee was
paid for the entire year, no matter the work location.

e Vacation, holiday, sick hours, etc. = leave hours reported by the employee while
in the specified work location.

e Actual number of hours worked in LANSING = total of the hours approved and
listed as ‘Hours Worked Inside City’ in the initial request.

If you have any questions with the City Wage Tax Exemption process, you may send
an email to MCSC-CityTax@michigan.gov.

Date Reviewed: 02/23/2021 | Content Owner: | Holly Hibbard

Functional Area: Production Support
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